
Welcome to DELPROS: 

DELAWARE PROFESSIONAL REGULATION ONLINE SERVICES!

This instructional guide will provide you with instructions on the Delegate Payment process as a Delegated 
Payer.
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DELPROS allows an applicant to submit a 
request to a designated payee to pay for an 
online application, renewal, or service.



After an application is submitted, the applicant can delegate a payer to pay for the 
application by clicking on the DELEGATE button.

Once the delegate button is selected, it is the applicant’s responsibility to ensure that the payment is accepted and paid by
the delegate. 
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The applicant enters the Third-Party Payer Name and Email then clicks 
SUBMIT.

The applicant will be asked to confirm.  After 
confirmation, the Delegated Payer will receive 
an email notice that he or she has been selected 
to pay the application fee. 
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After delegating the fee, the applicant’s Cart page will show the Delegate Status as 
“Fee Delegation Pending”

Applicant is responsible to ensure the 
payment is made.  If the delegated payer has 
not paid the applicant can contact designee 
to reassign payment back to him or herself.
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Delegated Payer will receive an email notice that he or she has been selected to 
pay an application fee

Delegated Payers will need to create an 
account, if they have not already done so. 
Once the account is created, the payer will 
navigate back to this email to pay the fee.
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Click HERE to register 
in DELPROS.

Click HERE to navigate 
back to pay the fee after 
registering.



To become a registered user as a Delegated Payer, click on GO from the 
Apply/Manage a License and Service Requests 
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DELPROS User Registration

Complete the below steps to register as a new DELPROS user. 
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1. If you have not yet 
created a DELPROS user 
account Click Register.
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DELPROS User Registration

Complete the below steps to register as a new DELPROS user.

2. Type in your Name or 
License Number.  Select 
your user information.NOTE: If you are a new user and do not 

already have a license or application in 
DELPROS, select the My Information Not 
Found option.



DELPROS User Registration

9

3. Enter the required 
information. 

As a new user after selecting My 
Information Not Found, follow 
the system prompts to complete 
the registration process.

4. Click Proceed. 
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DELPROS User Registration

If the information you enter does not 
match any user profile in DELPROS, 
the system will prompt you to enter a 
new password to complete your 
registration.

5. Enter the 
password you would 
like to use.

7. Click the Submit 
button.

6. Confirm your password 
by re-entering it.



After registration, the delegated payer will be logged into his or her own DELPROS 
Dashboard. 
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IMPORTANT!
After registering you must click 
the Pay Delegate Fee link in the 
Delegation email received.



After the assigned payer has registered or logged into DELPROS, the Cart page will 
display the following:

Fee Delegation Page: To 
ACCEPT or DECLINE the Fee.

Fee Delegation Page: After 
fee is ACCEPTED.
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After acceptance of the delegated fee(s), the payer’s Cart page will show all the 
delegated fees to be paid. 

Note: Payment is made online by Credit/Debit Card only.

The delegate payer can select the 
fees he or she wants to pay for. 
The delegated fees can be paid at 
once or at different times.
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Once the payer has accepted the delegated fee the applicant 
will receive an email notification.

If the payment is not paid, the 
application will remain in a 
“Pending Payment” status. 
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If you have accepted a fee delegated to you 
and need to delegate the fee back to the 
requestor or a new delegate, from your cart 
check the fee and click continue, then 
DELEGATE. 
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DELEGATING A FEE BACK TO THE REQUESTOR OR TO A NEW DELEGATE.

Use the next set of instructions to delegate a fee back to the requestor or to
delegate the accept fee to a new delegate. 



Click DELEGATE. 
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DELEGATING A FEE BACK TO THE REQUESTOR OR TO A NEW DELEGATE.

After clicking “Delegate” you will need to enter the name and email address of 
either the requestor or the new delegate fee payer.

Then click Submit to confirm. 



If the fee was delegated to a new user, they 
will have to Register as instructed in the 
email. 
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DELEGATING A FEE BACK TO THE REQUESTOR OR TO A NEW DELEGATE.

The requestor or new delegate fee payer will receive the email that a fee has been 
delegated to them.

If the fee was delegated back to 
the requestor, he or she must 
click on the Pay Delegate Fee 
link. 



The fee is accepted, and the 
below screen will display.
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DELEGATING A FEE BACK TO THE REQUESTOR OR TO A NEW DELEGATE.

After clicking on Pay Delegate Fee, (either the requestor or the new delegate) he 
or she will see the screen to accept or reject the request.

The payer, then clicks on the 
HERE link to navigate to the cart 
to pay the accepted fee. 


